Multiple Shipping Addresses (Where to split the quantity
when we are adding 2 shipping addresses)

This manual skips to the point in a FULL REQUISITION where we are adding the line
items and getting ready to work on the shipping information.

1. Adding the Items

oo o o]

[term Information
. Reguizition Mumber. C3B-01000-02-0015 [tern Mumber 0001 af
Requisition
General ltern General

Additional Infao [tern Mumber: |1

Hildlie Description: Computer ;|
Text
Summary Make sure you put in the

Return Qualifier: IEhf Quantity 'I requlrf:d f'lelds: .
Description, Unit of

Unit of Issue: [EA L] Issue, Quantity and

Quantity: |2 Price.

Unit Price: |100 %

Arnount; |EUU-UU

User Product Code: | J
Calculate By Percent. W

At this point we have already filled out the information at the Main header level and we
have clicked “Add” to put this first line item on the requisition. Once you have put in the
required information go to the next page of this manual.



2. Ship To Home Screen

Previous | Mext | Last | Add m Delete n

[term Informs
Requisition Mumber, CSB-01000-02-0015 ltern Mumber 0001 of 1

General
Additional Infa

I Ship To I Ship Toiccounting

—— Ship Ta sk For  Guartity  Amourt  Deliver By

Summany

Feturn
1. Click 2. Click “Add” to
“Ship To”. enter Address #1.

Once you click “Add” go to the next page of this manual.



3. Change the Quantity

Requisition Information
Reguisition BMamber;, C5B-01000-02-0015 Description: Computer Ciuantity: 2
Yarsion: BASE LInit Price: $100.00
Arnount $200.00

Delivery Locationfdccounting Detail

Ship To
Ship To: [CHEMICAL SAFETY Edit| | markFor: | it ..
Quantity: |2 unt [200.00

Whatever line item

Delivery Date: I & OR Days After Award: |3U information you put in
before will default over, we
Accounting L] must change the quantity to
be shipped to address #1, so
change the quantity field to
the desired amount.

Submit | Cancel |

4. Quantity and Amount is recalculated, Now Add Accounting

Fequisition Information
Feguisition Mumber; C5B-01000-02-0015 Description: Cormputer Cluantity: 2
YWersion, BASE LInit Price: $100.00
Armount: $200.00

Delivery LocationiAccounting Detail

Ship To
Ship To: [CHEMICAL SAFETY Edit| | MarkFor: | Edt| .|
Quantity: |1 Amaunt; |1 oo.oo
Delivery Date: & or Diays After Award: |3':I
Accounting  |Add -
2. Click “Add” to
1. We changed put in the
quantity to “1” accounting
and the amount | Submit | Cancel | information.
adjusted by
itself.

Once you click “Add” go to the next page of this manual.



5. Submit Accounting Information

Requisition Information

Reguisition Mumber: CSB-01000-02-0015 Ship To Code: CHEMICAL SAFETY Cluantity: 1
Version: BASE Arnount $10000

Accounting Information Detail

aho i L] ol
Project POOOOG00H ] FuTURE USE
Future 1 POOO00000 | FuTURE USE
Future 2 [OO000000 | FUTURE USE

Percent; |100

Qantity: |1

Amount; |1UU-UU

Committed Amount: | Unohligated: |

Subject to Availahility of funds: [

Calculate | Subm'rtl Cancell

“Submit” your
accounting information
for shipping address #1
if it is correct.

6. Submit the First Shipping Address

Requisition Infarmation

Reguisition Mumber, CSB-01000-02-0015 Description: Computer Gilantity: 2
Yersion, BASE Unit Price: $100.00
Armount; $200.00

Delivery LocationiAccounting Detail

Ship To
Ship To: JEHEMICAL SAFETY Edt| | wark For: | it ..
Quantity: [1 Amount. [100.00

Delivery Date: I & or IZila\),rs;ﬂxﬂer;ﬂx\.-\wsurn:i:|3|3|

Accounting Mdl Edftl Delete |
Select  Accourting Code  Treasury Symbol Fiscal Year US5GL  Cost Code Object Class  Reporting Categ
&« (Mone) CSB3IBA0SEQZM 2002 610001 C5BO904000 2611 noaaoaao

Submit Cancel |

Now we must submit all the information
for shipping address #1 on this line item.
After you “Submit” go to the next page.




7. Add Second Shipping Address

e 2 T T
[term Information

Requisition Feguisition Mumber, CSB-01000-02-0015 [tern Mumber 0001 of 1
General
Add | Edit | Delete

Additional Info i

I Ship To I Ship TofAccounting
Text Sele Ship To Mark For  GQuantity  Amount Deliwer By
Summary B\ cHEmica saFETY 1 $100.00 30 Days After Avard
Return

Click “Add” to enter in the
information for shipping
address #2.

8. Change the “Ship To” Address

Reguisition Information

Requisition Murmber: C5B-01000-02-0015 Description: Computer Cllantity: 2
Yersion, BASE Unit Price: $100.00
Arnount $200.00

Delivery LocationfAccounting Detail

Ship To
Ship Ta: |CHEM|C-’3\L SAFETY Ed“l | hark Far: Ed“lJ
Guantity; |1 Amount |100.00
Delivery Date: & oR Days After Award N30 )
! 2. Click on the look-up
. i 1. Note how the button next to “Ship To” to
Accounting remaining quantity choose a new address.

and amount filled in.

Submit | Cancel |

Once you click the look-up button go to the next page of this manual.



9. Look Up Addre

SS
tion

i Fur:l Dizplay I Cancel |
Max Results:|1UU 'IResults perPage:|1U 'I

Code Hame Addres=s 1 Address 2 Address 3 Address 4 City State  Zip
ACCESS BOARD  ACCESSBOARD 1331 F STREET, Ny SUITE 1000 WASHINGTON DG 20C
ARCIASDIPRE 200 3RD STREET  UNMB- 6THFLOOR PO BOX 1328 PARKERSBURG Wy 261
CHEMICAL SAFETY 2175 K STREET, MW SUITE 400 WASHINGTON DG 20C
MASTER 200 3RD STREET  UNMBETHFLOOR PO BOX 1328 PARKERSBURG Wy 261
MINE SAFETY 1730 K STREET, MW 6TH FLOOH Search Results] WASHINGTON DG 200
SPECIANCOUNSEL SPECIAL COUNSEL 1730 M STREET, My SUITEZ01 WASHINGTON  DC 20C
TRAVEL TRAVEL M INTERFACE oy

Page 1 of 1 (T results found)

Choose Shipping Address #2.

10. Add the Accounting

Feguisition [nfarmation

Requisition Mumber: CSB-01000-02-0015 Description: Computer Ciaantity 2
Wersion: BASE LInit Price:; $100.00
Arnount $200.00
1. The
Address
- fills in.
Delivery Locationf/Accounting Detail
Shin To |
Submit bo zave your data. - -
Ehip To; |HHL,JHI'SDIF'HEI EdrtlJ Mark Faor: I Ed“lJ
Giantity: |1 Amount: |1 0o.0o
Dielivery Date: I & oR Diays After Award: |3U
ACCG”H‘I.I‘IIH] A 2 “Add” the accounting
information for Shipping
Address #2.

Submit | Cancel |

Once you click “Add” go to the next page of this manual.



11. Submit the Accounting info
Reguisition Infarmation

Reguisition Mumhber: C3B-01000-02-0015 Ship To Code: ARCIASDIPRE Cluantity: 1

Yersion: BASE

Armount. $100.00

Accounting Information Detail
ahor o

Project [MOG0000M

J FUTURE LISE

Future 1 [G000000M

J FUTURE LISE

Future 2 [RO0000000

Percent; |100

Guantity; |1

Armount; |1UU-UU

Committed Amount. | Unobligate/d: I same as “Shipping

Subject to Availability of funds: r

J FUTURE LISE

“Submit” the accounting
info. as long as it fits the
correct cost center, the
information can be the

Address #1” or it can be
different.

Calculate | Subm'rtl Cancell

12. Submit the Information
Regquisition Information

Requisition Mumber, C3B-01000-02-0015 Description: Computer
YWersion: BASE

Gllantity: 2
Linit Price: $100.00
Armount: $200.00

Delivery LocationfAccounting Detail

Ship To
Ship To: |ARCIASDIPRE Eait| | warkFor: |
Quantity: |1 Armount: [100.00

Delivery Date: I & oR Daysﬂxﬂerﬁward:lm

Accounting ~ Add | ﬂl Delete |

Select  Accounting Code  Treasury Symbol Fiszal Year USSGEL  Cost Code Object Class  Reporting Categ
& (Hlone) CSB38505EQZHK 2002 610001 580904000 2611 naaoaaoo

SLJHEH I Cancel I

Now we must submit all the
information for shipping address #2 on
this line item. After you “Submit” go
to the next page




13. Back to the Items Menu

Previous

[tern Information
Requisition Mumber: CSB-01000-02-0015 [tern Murmber 0001 of 1

General
Additional Info gl

I Ship To I Ship TofAccounting
Teut Select  Ship To Mark For  Quartity  Amount Deliver By
Summary I] CHEMICAL SAFETY 1 $100.00 30 Days After Award
ARCIASDIFRAE 1 $100.00 320 Days After Award
Return

The 2 shipping addresses pictured above are for one line item. Now you merely proceed
to finish the requisition, by adding vendors, attachments, validating, and routing. These
are explained in other manuals.



